How to register for a
Unique Entity Identification (UEI) number
As of April 4, 2022 the federal government will transition away from the DUNS number to a new Unique Entity

Identification (UEI) number. You are required to have a DUNS number from DUN & Bradstreet before you can
request a UEI number.

The following are step by step instructions to assist with requesting a UEL

STEP 1: DUNS number

If you already know a.) your DUNS number, b.) exactly how your information is displayed in your DUNS
number registration, and c.) the information in your DUNS number registration is up to date, please continue to
STEP 2 Request a UEI. Otherwise, go to https://www.dnb.com/ to find or apply for your DUNS number.

1. If you think you may have a DUNS number, or you know you have a DUNS number but are unsure what
is exactly registered, or you know you have a DUNS number but are unsure if it is up to date, follow the
instructions below to see if you do currently have a DUNS number and see how it is registered:

a. Select the D-U-N-S Number drop down:
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8th Annual B2B Sales &
Marketing Data Report

See how revenue teams are thinking about data and tech.
Learn best practices and actionable tips.

b. Select D-U-N-S Number Lookup:
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c. Inthe “Search For” drop down menu, select “My company’:
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L C & dnbcom/duns-number/lookup.htm 2 & & i
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Dun & Bradstreet
D-U-N-S Number Lookup

Look up a partner's company or find your company’s D-U-N-5 Number.

Search For Ig,_. sct o I

CALL US (844) 219-3731 CONTACT US w START A LIVE CHAT

d. Enter the required fields (Legal Business Name and State & Country) and select Search. Below is an

example:
l&

&« (s

R Y

Legal Business Name™ Missouri Department of Health

Street & Suite

City & Zip Code

State & Country* Misscur N LS

CALL US (844) 219-3731 CONTACT US START A LIVE CHAT
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Scroll through any results to find the company information that matches your company from the
listing. Note: If you find your company listed, keep this information as it will assist in requesting an
UEI number because the information must match your DUNS information exactly.

1) If you find your company’s listing, select the “Email D-U-N-S Number” to have the company’s
listing emailed by filling out the form provided.

MISSOURI DEPARTMENT OF HEALTH AND

SENIOR SERVICES
Subsidiary Active
320 ood Dr,Jeffersan City,MC
4

S109-5795 Ediit ! >

I &5

a) Complete the form by filling in your First Name, Last Name, the email address you want the
information emailed to, and selecting submit. You will quickly be emailed the DUNS number.
Once received, it is recommended you print or capture a screen shot of the listing.

Is S
H @ dnb.com/duns-nismber foskup. it = T & i
» o T U » [ =
; ®
Email D&B D-U-N-5% Number ¢
Flease fill ot the foliowing form 1o have the requested D&B D-U-N-5% Number emailad to you

MISSOURI DEPARTMENT OF HEALTH AND SENIOR SERVICES
S W 1o

our 63109-3798

CALL US (844) 219-3731 CONTACTUS w START A LIVE CHAT

b) Once you have your DUNS number, please continue to STEP 2 “Request a UEI”.
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2) If you find your company’s listing, but the listing has old information or a typo that needs to be

3)

fixed before moving forward, select the View/Edit Company Information to update your DUNS
number registration:

a) Selecting the View/Edit Company Information will then give you a pop-up window for you to
read and select continue:

EDIT INFORMATION IN YOUR COMPANY'S PROFILE AT NO CHARGE

f yau are an officer, director, or owner of this company, you can view and request updates to your

s profile for fr

3, please take a minute to verify

account if you do not already

Only private, U.5. based companies can use D-U-N-5 Manager to request updates to their

company’s Dun & Bradstreet profile at this time.

b) From there you will need to log in to your account and update your registration information.
For additional help with this, you can select how you would like to receive help from the help
options located at the bottom of the screen.

CALL US (844) 219-3731 CONTACT US v START A LIVE CHAT

¢) Once you have your DUNS number, please continue to STEP 2 “Request a UEI”.

If you the search comes back with no results or you are unable to find your company information
in the listed results, you will need to get a new DUNS number.

a) Scroll down to the bottom of the page and select “Get a New D-U-N-S Number™:
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b) A pop-up screen for you to select your reason for requesting a DUNS number will appear for
you to select from the choices.

X

What is your primary
reason for requesting a
D-U-N-S Number?

Select v

Select
I have a U.S. based business
I'm an Apple Developer

I'm a U.S. Government Contractor or Grantee
I need a UFI to Register with the FDA

¢) You will then be able to start the DUNS number request process. Contact information for
assistance is also available:
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d) Once you have your DUNS number, please continue to STEP 2 “Request a UEI”.
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2. If you know that your company does not have a DUNS number.

a. Select the D-U-N-S Number drop down:
l 8 Dun
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8th Annual B2B Sales &
Marketing Data Report

See how revenue teams are thinking about data and tedh.
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Learn best practices and actionable tps.
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D-U-N-S Number
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c. Select your reason for the DUNS number registration from the drop down listing:

& Ceanuses tmte - tuee xS = a

e C & dabcom/ou s get-#-Ouna Mt = w & i

D-U-N-S Number

Registration

CALL US (844) 219-3667 CONTACT US

d. Select Continue:

Jao
- c

The first step in creating a new D-U-N-5 Mumber is searching to see whether

Dun & Bradstreet has slready created one for you

Primary Reason for I'm a LS. Government Contractor or Grantee
D-U-N-§ Number

Registration

D

Hi there, thanks for stopping by

B Dun & Bradstreet! ( o Q
In the right direction?
CALL US (844) 219-3667 CONTACT US START A LIV I
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e. Continue through the registration process to register for a DUNS number. For assistance with your
registration, please use the contact information provided during the registration process.

f.  Once you have your DUNS number, please proceed to STEP 2 Request a UEI.

STEP 2: Request a UEI

Now that you have your DUNS number and your exact up-to-date DUNS information as it is registered, you
may now request a UEI number by going to https://sam.gov/content/home.

1. When the page first comes up, a pop up will show. Select OK to proceed:

« C & samgovicentent/mom:

B s Wy 0 O

I saAM.cov

You have reached the new home of SAM.gov, an official website of the U.S.
government. There is no cost to use this site.

SAM.gov has merged with beta SAM.gov. All content from both sites is now here at SAM.gov. This is the official site
for registering to do business with the federal government. Registration on this site is free.
All of the functions below are now on this site:

From SAM.gov From beta.SAM.gov

= Entity registration » Contract opportunities
* Exclusions = Contract data reports
= Entity reporting (SCR and BioPreferred) * Wage determinations
= Disaster response registry * Assistance listings

* Federal hierarchy

Help resources can be found in the SAM.gov help section or by going directly to FSD.gov. You can search the FSD
knowledge base anytime or request help from an FSD agent Manday-Friday 8a.m. to 8 p.m. ET.

[ o not show this message again

2. Create an account.

a.  Select “Sign In” located in the upper right hand corner to create an account.

["‘""""”’ "

B % &
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Home Search Data Bank Data Services Help

‘m_s AM*GOVO CF Official u,s.x l.m:;mm Wabsite

Page 8 of 18



How to register for a
Unique Entity Identification (UEI) number

From the pop up, select “Accept”.

0 sAM.Gov:

You must accept the U.S. Government System terms to sign into this website
Thisis a U.S. General Services Administration Federal Government computer system
that is "FOR OFFICIAL USE ONLY."
This System is subject to monitoring.

Individuals found performing unauthorized activities are subject to disciplinary
action including criminal prosecution

Cancel e

Select “Create an account”.

[n:--- *

(s & securelogingov/Trequest_id=a2cdas3b-ac23-050-bode-551515372h5e ®

sam.gov is using Login.gov to allow
you to sign in to your account safely
and securely.

Email address

[ Show password
Password

| Create an account
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Enter your email address, Select your email language preference, review and accept Login.gov Rules
of Use, and submit to continue to the next section.

:

C & securelogi

An official website of the United St vt He

0 LOGIN.GOV .&SAM.GOV’

Create your account

Jour email address

Select your email language preTerence

ceive your email communication in

Q English (default)
O Espafio

() Frangais

You will then receive an email message to validate that email address.

Jo

. He

U LOGIN.GOV E_SAM.GOV'

L Check your email
Wesent an email l(:.'—'ll-"- alinkto

confirm your email address. Follow the link to continue creating yous

account

@ Language *
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f.  Follow the instructions to continue the registration process. For assistance with the registration

process, please use the Help or Contact links located at the bottom of the page.

Once you are logged in, make sure you are on the “Home” page. It will indicate you are on the Home
page with a green line under the word Home.

W An official website of the United States government | phee’s how jou know <

Ill SAM.GOV’ ;E\j Requests & Notifications  BE Warkspace E: Sign Ot

Sparch Data Bank Data Services Help

[ wew |
E"t‘ty Information Register Your Entity or Get
a Unique Entity ID
You can search and view entity information, Including entity registration
recards, exclusions, and the Disaster Respanse Registry from this page. Mast Reglsteryc
entity records are public information, but you must be signed to search and
view them

+

orgetald

What is an entity?

Select “Get Started” from the “Register Your Entity or Get a Unique Entity ID”.

&« c & gamgovce eitity -ir t = * B
5 oappe M Conar " ) g Suppiies s & DO Sites B Resging i
BB A offichsl webite of the United States goam t Bhere's howw you kngw

E_SAM.GO\J" B Requests @ Notifications B8 Workspace [3 Sign Out

Home Search Data Bank Data Services Help

NEW |
. .
Entlty Information Register Your Entity or Get
a Unique Entity ID
You can search and view entity information, Including entity registration .
recards, exclusions; and the Disaster Response Registry fram this page. Most i " a Lr
entity recards are public information, but you must be signed to searchand
view them.

+: what is an entity?

Search Advanced Search

All Entity Information v e.g 123456759, Smith Cc n

@ Check Registration
B show active only St

Page 11 of 18



How to register for a
Unique Entity Identification (UEI) number

Select “Get Started” from the “Register Your Entity or Get a Unique Entity ID” again to ONLY sign up
to get a UEL. You do not need to fully register with SAM.gov, but this will get you the UEI you need to
contract with a state agency.

govican!

£ C

B An afficial website af

..“-._SAM.GOV. [ Requests B Notifications: B Workspace [ Sign Out

Home Search Data Bank Data Services Help

Entity Information Home

Getting Started with Registration

This the official U.5. government website for entity registration, Entity registration is FREE

Before You Get Started [ Mew |

tyaur registration, there are

Register Your Entity or
Get a Unique Entity ID
Repists U

Linigue

Requesta " PrepareYour (| GetaLogingo Submitand
DUNS Number @ Data @ Account @ Finish

Check
@ Registration
Status
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6.  Select the Get Unique Entity ID.

LS s - S

B Fesdngtar
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m

1 saM.cov e L

ces  Help

Home  Scarch  DataBank

£ Entity Management

Get Started

Register Entity

ance. As part of entity

mment contracts and apply for fedenal
(A

ol part of the federal award process. Iths Important to prepare
nd accurately complete your registration. You only need 1o
eligible for federal awards

o rermain active.

Get Unique Entity 1D (SAM)
[ iy condlact certs

T mplete an
gistration. Your entity may only need a Unigue £ mtifier.

1t i 5 a5 3 sub-awardes, you may nat need

we-Sqllty 1D [SAM| far your org iete & full entl

Get Unlgue Entity ID
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Fill in the form EXACTLY as it appears in your DUNS registration. When all required fields are
complete select the next button. Note: the next arrow will not display until the information is complete.

_smv— '

IO

a. If the information you entered did not match exactly how your DUNS number registration is, then a
No Match Found message will appear at the top of the form. You will need to review and correct the
information to match your DUNS number registration information.

T Mo Match Found

b. The progress bar across the top allows you to see where you are in the request process.

o © = :

Enter Entity Informatia Validave Information Request LET [SAM Receive UEI [SAM
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During the Validate Information step, the system shows what you entered and if a match was found in the
system.

& @ : ’

Enter Entity infarmatic Validate Information Reguest UE] (SAM] Receive UE]

Validate Information

The infeamiation you pravided matches the Tollowsng emtity:

¥YOU ENTERED:

MISSOURI DEPARTMENT OF HEALTH AMD SENIOR SERVICES
DUNS | UNIGUE ENTITY I0:

ETROSR GO0

PeIvsICAL ADDSRESS

G20 WILDWOOD DRIVE
JEFFERSON CITY, MO 55109
U5

WE FOUND THE FOLLOWING MATCH:

MISSOURI DEPARTMENT OF HEALTH AMND SENIOR SERVICES
[ERE ] uhick entiT io:

ETROS2E00

FRIYSICAL ADLSESS

G20 WILDWOOD DR

JEFFERSOM CITY, MO B5103-5736
us
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At the bottom of the page there is a selection that defaults to allow the selected record be a public display
record.

Allow the selected record to be a public display record.

Sergilivee inferrmation Bke your regiskration statpes, legal business name and
h Enging results poses 3 secuyity thieal or denger b you o

}
gar b ol O yaur

. K,

trict the pubdic viewing, of you recard in SAMY dearch sngine. Henereer, your

+ r i "
bration imbeematian remaEm sgvailalle weder the Freedam ol lidammadion A ta

blic datafile. Leam mare sbaut SAM publiz seas

Although it is not required, allowing public display is helpful for other entities to be able to search
your information for contract compliance. No sensitive information is displayed. Public display of
information looks like the following:

HEALTH AND SENIOR SERVICES, MISSOURI DEPARTMENT OF @ Active Registration Entity

Unigue Entity ID CAGE Code Physical Address Expiration Date

878092600 3A4D6 920 WILDWOOD DR, Mar 8, 2022
JEFFERSON CITY, MO

Unique Entity ID BalOoISA Purpose of Registration

UETLXVENGEF4 All Awards

Page 16 of 18



How to register for a
Unique Entity Identification (UEI) number

10. Once you have your match and made your choice for public display or not, click next.

HEESE] DEPARTIENT OF HEALTH AND SENNHH SERAVICES
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11. During the Request UEI step, you will need to check the box to certify that you are authorized to conduct
transactions on behalf of the entity and select “Request Unique Entity ID”.

@ o @ !

Enter Entity Validate Information Request UEI (SAM) Receive UEI (SAM)
Information

Before requesting your Unique Entity ID, please certify under penalty of law that you are
authorized to conduct transactions for this entity to reduce the likelihood of unauthorized
transactions. Then select Request Unique Entity ID.

| certify that | am authorized to conduct transactions on behalf of the entity.

Request Unique Entity ID

12. During the Receive UEI step (the final step), you will receive your UEIL. Keep this information for your
records.

Receive Unique Entity ID

Congratulations! You have been assigned the following Unigue Entity 1D.

B £
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